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ABSTRACT 

This manual was written to assist States and other 
governmental units wishing to replicate the Maryland Day Care Voucher 
Program, a system of providing child care subsidies to eligible 
families. Chapter I provides brief histories of day care in Maryland 
and that State's grant to demonstrate the viability of a day care 
voucher system. Chapter II defines what a voucher is and entails, and 
describes purposes of a voucher, components of the voucher system, 
and several related administrative procedures. Figures included in 
the text present elements of the Voucher Project as implemented by 
the departments of social services in Anne Arundel and Washington 
Counties, Maryland. Chapters III and IV list, respectively, goals and 
components of (1) the information and referral system developed in 
the two pilot counties and (2) the management information system 
implemented to provide automated information processing and 
record-keeping for the Day Care Voucher Demonstration. Hardware and 
software components provided to the counties are indicated. Chapter 
IV also discusses the development of automated files and their major 
data fields and the design of data entry screens. Figures provide 
samples of child and provider files, reproduce data entry screens, 
and delineate reporting formats developed to assist in day-to-day 
operations of the voucher system and in meeting federal and state 
reporting requirements. (RH) 
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CHAPTER I 
INTRODUCTION 



History of Grant 

Maryland has considered a voucner system of providing 
services for some time. Some experimentation has occurred 
with use of vouchers to purchase in-home aide service from 
frienas, neighbors or other individuals for the elderly. In 
the bay Care Division, efforts have been made to de-regulate 
ana simplify the program. Contracts with providers had been 
reducea from an unweidly package of legalese to a more man- 
ageable agreement of one page. 

Licensure of family day care homes became registration 
with more practical requirements. The program focus, however, 
remained on the relationship of the agency and the provider. 
Any meaningful arrangement between the provider and the family 
using day care was almost incidental. 

In October, 1982, Maryland received a grant from the 
Department of human Development Services, to demonstrate 
the viability of a day care voucher system. The project was 
tested in two areas, Anne Arundel and Washington Counties. 
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Anne Arundel is a metropolitan county with a popula- 
tion of 370,773. It is the site of Annapolis, the State 
capitol; it has much recreational industry along its 
many shore lines and rural areas dotted with farms and 
small communities. It has a well developed day care pro- 
gram administered by the local department of social ser- 
vices . 

Washington xs a rural county in the mountains of 
Western Maryland with a population of 113,084. There are 
a number of heavy industries, mining and manufacturing, 
which have suffered through the economy as manifested in 
one of the highest unemployment rates in the States, Re- 
covery is apparent, however, and people are being slowly 
recalled to work. Washington County was one of the recip- 
ients of the Appalachian Regional Commission (ARC) funds 
ana day care was administered with them through the Depart- 
ment of Education. As those funds are being phased out, 
the shifting to the local department of social services and 
is growing rapidly. There has been an increase in the de- 
partment of social services program of over 400% since the 
beginning the voucher demonstration. 

The System is made up of three major pieces - the 
voucher, an information and referral system (I & R) and an 
automated management system. The grant has allowed for the 
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employment of a State director and secretary and three (3) 
staff in each of the county sites. They include a Voucher 
System Manager for overall coordination, and I&R Specialist 
for the automation aspects of the project and a secretary. 

In addition, two consultants with prior experience in 
their areas have been used. One has worked on the I&R sys- 
tem while the other has assisted with the management system 
and evaluation of the project. 

Procedures for implementation were developed by the 
Voucher staff and by a Planning Committee with representa- 
tion from the department of social services of the two test 
counties, the State Social Services Administration anr^., ohe 
Maryland Committee for Children, Inc. (MCC), a private non- 
profit advocacy agency which is the I&R contractor. 



Day Care In Maryland 

Historically, the State of Maryland has been inter- 
ested in the development of quality day care for children 
in the State. As far back as 1962, the State General Assem- 
bly established a Governor's Commission to study the need 
for day care. 
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In July, 1967, funds were made available for estab- 
lishing a purchase of care program along with developing 
state-operated day care centers in areas where the private 
sector did not already have -centers. By 1980, the State of 
Maryland was operating 26 pre-school day care centers for 
1,531 children with 341 classified public employees at a 
cost of 5>5.5 million and 7 school age programs for 414 
children with 67 classified employees at a cost of $1.2 
million, for a cost of approximately $3,444 per child per 
year. 

At the same time, the state purchased child day care 
from private centers and from family day care providers at 
maximum rates established in the state budget. The purchase 
program cOot the state $8.3 million for 4,982 places pur- 
chased or a cost of $1,665 per child per year. 

A comparison study of the cost to the state between 
state operated and purchase of private day care showed that 
the state operated program cost Maryland almost twice the 
amount of the state's rate for purchasing care. The low 
cost of purchasing care was caused by the lower salaries 
and operating costs of private care while the state was 
required to pay classified level salaries, high rents and 
transportation costs. 
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In 1980, the state Social Services Administration began 
to plan a more cost efficient but equally effective use of 
public funds for day care services. In 1981, the state 
General Assembly requested and approved a plan for the 
close-out of the state operated day care programs and the 
conversion to total purchase of care from private providers. 

Simultaneously, the Social Services Block Grant re- 
duced the state's day care budget by $2.5 million. It 
became clear that the state operated day care center pro- 
gram could be cashed out to absorb the loss of federal 
, 'funds and yet continue to provide care for the 1,531 pre- 
school children and 414 school age children by purchasing 
care at the lower cost of private care. 

By August, 1982, the state operated programs were 
closed out, 30 of the 33 transferred to private operators, 
and the funds remaining after the federal reduction con- 
verted to purchase of care at the state's maximum rates. 
At the same time the Governor allowed an increase of $1.25 
million for purchase of day care in the 1982 state fiscal 
year budget (July 1982 through June, 1983). The impact 
on the purchase of day caro program was dramatic. Between 
the state's fiscal year 1981 and 1983, the purchase of the 
day care program increased 57% from $8.3 million. 
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Social Services Administration, with the knowledge 
that funds for purchase of care would probably not be in- 
creased in the next few years, sought ways to increase the 
capacity by initiating the Day Care Voucher Project pilot 
study. 

Objectives of Voucher Project 

The Day Care Voucher Project established these object- 
ives for the pilot study: 

1. To establish better fiscal control over funds to 
local jurisdictions. 

2. To provide more parental responsibility for the 
choice of type and location of day care for their 
child. 

3. To demonstrate that the quality of the day care 
program increases as selection and oversight of 
care shifts from local department staff to par- 
ents. 

4. To demonstrate that the pilot project can be ex- 
panded state-wide. 
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5* To develop a model voucher system for other 
states. 

6. To reduce administrative delays for the client 
and allow the worker to spend more time assist- 
ing client. 

7. To impact favorably on employment stability of 
the parent. 

8. To establish an information and referral service 
linked to the voucher system. 

9. To facilitate and increase participation of pub- 
licly funded private daycare providers in the 
program. 

Purpose of This Manual 

This manual is written to assist those states wishing 
to replicate the Maryland Day Care Voucher Program, It will 
also be helpful to those Maryland counties who will be insti- 
tuting the Day Care Voucher Program. 

This Manual can be helpful to those people and agencies 
who would like to institute a Voucher Program in other ser- 
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vices. It is particularly adaptable to in-home services, 
homeTiaker services and health-related services. 
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CHAPTER II 
VOUCHER 



Definition 

A voucher is an agreement among the three parties in- 
volved in subsidized day care - the parent, the provider 
and the local department of social services. When completed, 
the following commitments have been made. 

The child's parent agrees: 

• If a fee is assessed, to make payment to the 
provider on the provider's schedule and for 
the times and amount specified on the voucher, 
subject to the terms and conditions on the re- 
verse side of the voucher. 

• To make an alternate care plan when the child is 
ill. 

• To notify Provider when the child will be absent . 

• To report to the department of social services 
within 10 days any changes in income, employment, 
family group, marital status, address, phone number, 
and/or change in times which day care is required. 

The Provider agrees: 

• To provide day care for the child as specified on 
Q the voucher. 

11 
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• To maintain legal licensure or registration to 
make available pertinent records for inspection 
by the department of social services. 

• To establish a system for presentation of grie- 
vances related to the operation of the program. 

• To provide services to subsidized children in 
accordance with Titles VI and VII of the Civil 
Rights Act of 1964. 

• Not to disclose information concerning a service 
recipient for any purpose not directly related to 
the service, except with written approval of the 
Parent . 

• To abide by decisions made pursuant to fair hear- 
ing procedures. 

The local department of social services agrees: 

• To make payment for the subsidized child, upon 
receipt of an autho^'ized invoice from the Pro- 
vider, for the times and amount specified on the 
voucher, subject to the terms and conditions on 
the reverse. 

• To make available fair hearing procedures to 
applicants or recipients aggrieved by decisions 
of the Department or the Provider and to advise 
applicants of such procedures. 
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# Not to disclose information concerning a recipient 
for any purpose not directly related to the ser- 
rH/»o^ except with written approval of the Parent. 

Purposes 

The purposes of the voucher are: 

# Tq provide choice and satisfaction to Parents by 
using subsidized day care* 

# To enable Parents to secure day care in a timely 
manner* 

# To assist Providers in maintaining enrollment 
which includes subsidized children. 

# To maintain quality of care for subsidized child- 
ren. 

Components 

The components of the voucher system are: 

# The intake process including application, deter- 
mination of need and eligibility and development 
of a service plan. 

# Issuance of voucher including determination of 
subsidy and completion of Voucher Sections I 
through IV. 



12 

• Child placement including selection of Provider, 
completion of Voucher Sections V through VII and 
receipt of voucher by the LDSS. 

• Payment of subsidy including issuance of invoices 
to tbe Provider, submission of monthly invoices 
by the Provider and payment process. 

• Continuing service including amendment of vouchers, 
as needed, periodic redetermination of need and 
eligibility and termination, as appropriate. 

Procedures 
A. Intake 

1. Application 

• The applicant who wishes to use day care for 
a child meets with the intake worker. After 
establishing that da^ care is an appropriate 
plan to meet the needs of the child and fam- 
ily, the worker and applicant complete the 
data elements on the DHR/SSA 248, 248A, 248B 
(See Appendix) and they are signed by each, 
as appropriate. 

# Instructions for completing DHR/SSA 248. 

14 
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Determination of Eligibility 

• The following families are eligible for 
subsidized day care services: 

Recipients of AFDC 

Recipients of SSI or Mandatory State 
Supplements (MSS) or Public Assis- 
tance to Adult Families whose month- 
ly gross income does not exceed 80% 
of the State's median income. 

Determination of Needs 

• An applicant is eligible by need for sub- 
sidized day care if there is no adult mem- 
ber of the family available or willing to 
care for the child, no other acceptable 
care plan can be arranged and if the family 
meets one of the established priority cri- 
teria. 

• Provision of day care is subject to the 
following order of priority: 

(1) Prevention of out-of-home placement 
and reunification of family or rela- 
tive, such as protective services 
participants and children at ^ isk of 
institutionalization ; 

15 
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(:J) AFDC, SSI, MSS, or PAA recipients 

and income eligible participants with 
income less than 40 percent of the 
State's median income, full-time work- 
ing; 

(3) AFDC, SSI, MSS, or PAA recipients 
and income eligible participants with 
income less than 40 percent of the 
State' s median income, completing 

.hign school; 

(4) Income eligible participants, working 
full-time, with income in the follow- 
ing order: 

(a) 40 to 49 percent of the State's 
median income, 

(b) 50 to 59 percent of the State's 
median income, 

(c) 60 to 69 percent of the State's 
median income, 

(d) 70 to 80 percent of the State's 
median income; 

(5) Income eligible participants with 
income of 40 to 80 percent of the 
State's median income, completing 
high school; 

(6) AFDC, SSI, MSS, or PAA recipients 
and income eligible participants 

16 



15 



with income less than 40 percent of 
the State's median income, full-time 
undergraduate college or vocational 
training; 

<7) Income eligible participants with 
income of 40 to 80 percent of the 
State's median income full-time un- 
dergraduate college or vocational 
training; 

(8) AIDC, SSI, MSS, or PAA recipients 
and income eligible participants with 
income less than 40 percent of the 
State's median income, part-time 
working. 

(9) AFDC, SSI, MSS, or PAA recipients 
eligible participants with income 
less than 40 percent of the State's 
median income, part-time completing 
high school, 

(10) Income eligible participants with in- 
come of 40 to 80 percent of the State' 
median income, part-time working; 

(11) AFDC, SSI, MAA, or PAA recipients and 
income eligible participants with in- 
come less than 40 percent of the 
State's median income, part-time un- 
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dergraduate college or vocational 
training; 

(12) Income eligible participants with 
income of 40 to 80 percent of the 
State's median income, part-time 
undergraduate college or vocational 
training. 

• When the program is fully subscribed and 

a slot becomes available, the child of the 
family with the highest priority is placed 
first. 

• When the program is reduced because of in- 
sufficient funds or is oversubscribed, the 
priorities are applied in reverse for term- 
inating services. 

• When the program is full and an application 
is made for protective service purposes, 
the child must be placed. If there is not 
sufficient attrition within 30 days to pre- 
vent oversubscription, another child of 
lowest priority must be terminated. 

Service Plan 

Development of the service plan includes 

• Identification of service options, advan- 
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tages and disadvantages and client's choice 
of services. 

• Identification of possible barriers to de- 
livery of the service. 

Issuance of Voucher 

1, Workers determine amount of voucher subsidy by 
use of eligibility information above. 

2. Worker gives client a voucher: 

• Good for six (6) months, beginning with 
intake date. 

Placement « 

1. If a client has not already selected a day care 
placement, she is referred to Information and 
Referral . 

• given pamphlets on selecting appropriate 
day care. 

• given a list of names of providers in 
appropriate geographic areas. 
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2. Client takes list and voucher and goes "shop- 
ping". 

0 

Placement 

1. Client and provider negotiate amount to be paid 
over subsidy: 

• only restriction; provider may not charge 
more than charged to highest paying custo- 
mer. 

2. Appropriate sections of voucher are signed by 
both client and provider: 

• Provider sends voucher to worker. 
Subsidy Payment 

1. Worker sends invoices to provider. 

2. Provider sends completed invoice to agency 
monthly . 

3. Agency sends check to provider. 

20 
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F. Continuing Services 

1. Client applies for reconsideration each six 
months or when there is a change in service: 

• salary change 

• change in the hours of day care needed. 

2. Subsidy is terminated when" 

• service is no longer nedded 

• client's earnings are over 90% of the 
State's median income. 

The following figures explain the Voucher Project as im- 
plemented by Anne Arundel and Washington Counties Depart- 
ments of Social Services. Figure 1 is a flow chart of 
the Purchase of Day Care System as it was in the local 
departments before the initiation of the Voucher Project. 
Figure 2 is a flow chart of the Voucher system in the two 
counties. Figure S is a logic model of the Voucher Pro- 
ject. 



ERIC 



21 



Draft Model of the Purchaae of Day Care System 
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,tem 1 

Draft U>9lc Moctol of thm Day Cars Vouch«r DMon«tr«tion 
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CHAPTER III 
INFORMATION AND REFERRAL SYSTEM 



In order to implement an efficient and effective voucher 
system in which the "shopping" for day care is done by the 
parent, an information a referral system needs to be estab- 
lished. The information regarding providers may also be avail- 
able to private users, as well as those subsidized by the local 
denartaents of social services. Enough knowledge about providers 
must be available to enable users to make an informed decision 
regarding the best program for their children. 

Goals 

The goals of the information and referral system are as 
follows: 

• Reduction of time between a request for day care and 
the securing of a placement. 

• Increased decision-making and satisfaction by parents 
in selection. 

• Fuller and appropriate enrollment in day care programs. 

• More efficient use of local department of social ser- 
vices day care staff with increased time for counseling 
and monitoring. 

• Higher quality of day care due to parental involvement 
and competition among providers. 

27 
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Components 

The Maryland Social Services Administration contracted with 
a subcontractor to develop the information and referral system 
in twc pilot coimties. Tlie subcontractor was responsible for ob- 
taining the microcomputers to be used in the pilot study. 

The subcontractor was responsible for: 



• Developing data elements on providers which would be 
available to enable parents to make an initial decision 
to investigate a provider further. 

• Determining the hardware and software components to best 
meet the needs of the system. 

• Purchasing hardware, software for installation in the two 
local departments. 

• Programming the information and referral system in the 
two local departments. 

• Training local department of social services staff in 
the operation of the system. 

• Assisting with input and output documents to create and 
update the resource file. 

% Assisting with information to providers and users for 
recruitment and appropriate use of the system. 

The subcontractor provided a technical assistant for this 
^ project. This person, along with other staff from the subcontractor, 

^ 28 
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provided training in the use of the computer for information and 
referral and for counseling parents and choosing the appropriate 
day care. 

The subcontractor compiled the list of providers on discs 
t,y regions as well as several other indicators (infant, handi- 
capped, hours of service, etc.). A parent was provided with 
a printout list of providers that matched their requirements. 
The parent was also given a pamphlet explaining how to look for 
a quality day care program. 

The parent could then use the printout, with the assistance 
of the pamphlet, and go "shopping" for day care. A copy of the 
pamphlet and a sample printout are included with this Chapter. 
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CHAPTER IV 
MANAGEMENT INFORMATION SYSTEM 

The management information system provides automated infor- 
mation processing and record-keeping for the Day Care Voucher 
Demonstration. Usiug an inexpensive microcomputer, along with 
flexible data base management software, each demonstration county 
developed a child and day care provider based MIS. This system 
was designed to integrate fully into tfee day-to-day operations of 
each local agency. Maryland Social Services Administration hired 
a subcontractor to implement the management information system. 

Objectives 

The following are the objectives of the management information 
system: 

• Facilitate processing and tracking of day care appli- 
cants through placement into day care; 

• Provide readily accessible, up-to-date information about 
children receiving day care, as well as the providers of 
day care; 

• Assist in the monthly processing of invoices from provi- 
ders - including the auditing of children in care and the 
automatic calculating of payment to providers; 

• Assist day care workers in providing detailed information 
about day care providers in various locations throughout 
the community, as well as to effectively manage their 
provider caseloads; and 
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Facilitate the generation of statistical reports to 
meet federal and state reporting requirements and to 
manage day care resources. 



A microcomputer, with keyboard, video display terminal, and 
dox matrix printer, was used by each demonstration county to set 
up the MIS. Washington County, with a caseload of about 100 
children receiving day care, used a two disk drive system for 
storage of data. Anne Arundel County, with a caseload of about 
600 children receiving day care, used a 10 megabyte hard disk 
storage systeir. The software equipment selected for development 
of the MIS was DB Master with utility packs and statistical 
package, a flexible data base management software. In addition, 
the local agencies purchased spread sheet type software and word- 
processing software to assist in other voucher-related operations. 

The following chart shows the hardware and software compo- 
nents for the counties: 



(See Page 28) 
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HARDWARE AND SOFTWARE 
COMPONENTS 



Equipment 

2 Bell t Howell II+Microcomputer Systems, 
Professiona Model, #304BD (with 48K) . 

2 Disk Drive, with controller cards #078469 

2 Dl«3c Drive, vithoat ccatroller •cmOs 4C7Ma3 

2 Desktop Microstands #MS00l 

2 Amdeck 12" Green Phosphor Monitors #300G 

2 Computer to Monitor Cables (BNC-RCA) 

2 Okidata 84P High Speed Printers 

2 Printer interface cards with cable 

2 Floor model printer stands 
« 

2 Videx 80 Column Cards w/Switch 

2 Z-80 Soft card w/CPM 

2 16K Ram Cards 

1 Serial Card t Cable 

1 12 MGB Corvus Hard Disk w/Mirror 

2 Videx Apple Writer Pre-Boot 

2 Apple Writer II Word Processor 

2 Data Reporter (hard and soft disk versions) 

2 Super Calc II (hard and soft disk versions) 

2 Delivery, Installation, Warranty 

1 DE Master Floppy Disk System 

1 DB Master Utility Pak #1 

1 DB Master Hard Disk System 

1 DB Master Utility Pak #2 

1 DB Master Stat Pak 



COUNTIES 
Washington Anne Arundel 
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Ma,^or Files and Data Entry Screens 

After thorough examination of the manual filing system, day- 
t. -day information processing, and report requirements, the local 
ii £finr,if»s decided, nfioa two msLjox automated files: 

(1) A child file, which would have detailed information about 
each child that applies, receives a voucher, and/or is 
placed in day care; and 

(2) A provider file, which would have detailed information 
about each day care provider licensed/registered by 
the local agency - including day care centers and 
family providers. 

Each local agency weat through a detailed and systematic 
process of identifying fields or major characteristics that would 
appear within each file. An example of the major fields selected 
by one of the counties can be found at the end of the Chapter on 
Figure 1. 

After determining the major fields within each of the two 
files, the local agencies designed data entry screens. To the 
extent possible, these screens were set up so that they would 
locate information items within child and provider records. 
Separate screens were set up for each file. Figure 2 at the 
end of this Chapter provides an example of the child file and 
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Figure 3 provides an example of the provider files. 
Procedures 

Once the data entry screens were designed, a small sample of 
cases was loaded into eacb lile. Ihis data ^as used to: 

• test the efficiency of data entry procedures, 

• develop coding for some of the fields, 

• assist in the development of reports for the system. 

Once these small-scale tests were completed and the ability 
•to generate necessary reports was demonstrated, the local agency 
staff used information from manual files (e.g., the voucher appli- 
cation) to load records into the Child and Provider files. 

As records were added to the system, agency supervisory staff 
monitored data entry and was involved in quality control of the 
data bases. This ensured accuracy and consistency of data within 
each file. Figure 4, at the end of this Chapter shows a completed 
sample of child's file while Figure 5 shows a sample of a completed 
provider file. 

Development and Generation of Reports 

While local agency staff in each demonstration county worked 
on initial data entry, they also designed and developed report 
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formats for the MIS. After consultation with supervisors and day 
care workers, reports were designed which would assist in the 
day-to-day operations of the voucher system and meet federal and 
state reporting requirements. Some of the reports that were de- 
veloped appear in the following Figures at the end of this Chapter 

Figure 6 - Voucher Log I and II 

This report enables the local agency to track vouchers, as well 
as the progress that clients make toward finding day care. It 
also gives details about children participating in the voucher 
program. It is sorted by voucher number. 

Figure 7 - Waiting List Report 

This report enables the local agency to track children who have 
applied for day care but are not yet receiving day care. It is 
sorted first by priority code, then by application date. 

Figure 8 - Voucher Expiration Report 

This report enables the local agency to keep track of vouchers 
that will expire during the upcoming six (6) weeks. It provides 
the worker with information that will assist in making contact 
with the client. Only the vouchers that expire during the next 
six months are selected. The report is sorted by case name. 
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Figure 9 - Child Chacteristics Report 

This report provides the agency workers with detailed information 
about all children that have been issued vouchers. It is sorted 
by parent's name* 

Figure 10 - Day Care Provider List 

This report is a listing of day care facilities that C£n be dis- 
tributed to families looking for day carc- Both providers at^d 
parents are given locator codes, that correspond co geograpMcal 
areas within the county (e.g., within a specific school district). 
Parents may ask for a listing of facilities within their area to 
assist them in locating day care. 

Figure 11 - Worker Information and Referral List 

This report provides details about providers within given geogra- 
phical area. It can be used by agency workers to assist clients 
in finding day care. It provides considerable detail about the 
type of care offered by providers. 

Figure 12 - Fiscal Report 

This report enables the agency to process monthly invoices. It 
provides detail about the amount that should be paid to each pro- 
vider, based on the invoice that is submitted. The computer auto- 
matically calculates the payment (net total) due to each provider, 
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after the data entry clerk enters the day and hours in care during 
the month lor each child. 

Figure 13 - Hailing Labels 

UbelB c«a be ButooactleMHy pToflncefl ^rom either tte i5hllfl or 

provisler files. They m&y be sorted by case name, provider name, 
zip code, etc. In addition; a small group of cases of providers 
2iay be selected and printed — e.g., only those cases due for re- 
consideration during the upcoming month. 
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IKta Entry Screens. 
THE Child File 
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Figure 8 
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